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1  Module: References  

References are made available to assist wi th the effective handling and 

resolution of Events/Incidents/Activities. References are different sources of 

information or tools that can be pre - loaded into the Reference section for 

retrieval by all personnel using the system. The required access rights enable 

you to create and update certain reference data in the NC4 application . 

The References listed here are covered in more detail in the Module : 

Configuratio n.  

¶ Site  

¶ Reference Documents  

¶ Task Te mplate  

 

Note: All person names and corresponding titles used in this document  

are fic titious. The names and titles are being used for the sole purpose of 

illustrating the systems' features and functionalities in an instructional 

environment.  

I C O N  K E Y  

1  Valuable information 

! Test your knowledge 

: Keyboard exercise 

&  Review 

Learning 
Objectives  

 
After completing 
this module, 
learners will be 
able to:  

 
¶ Create, view and 
update  
References . 
 

¶ Describe the 
elements of the 

various 
References . 
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2  General Overview of  References  

This section of the module provides an overview of some of the available 

references. You will become familiar with the various reference types and 

understand the information they contain.  

References are accessed by selecting the appropriate ref erences in the Report 

navigation drop down menu as shown in Figure 1. We will explore each 

reference category in detail.  

 

 

Figure 1  References in Report Navigation Drop Down Menu  
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2.1  Reference Types  

The Re ference types include:  

2.1.1  Internet Link  

This Reference type allows you to enter and store URLs to websites of interest 

so that other users can access them from within the system. You can create 

and view a listing of important Internet sites. These critical we b sites can 

assist in monitoring the overall situation and provide vital planning 

information. Examples include weather sites, the jurisdictionôs governmental 

web site, news sites, etc. The full URL is the required format.  

2.1.2  Site  

Critical sites can be pre - loaded into the system or you can create a list of 

fixed sites and their locations  to reference . Sites from this list can then be 

accessed in the geo location section of any report. These sites include critical 

infrastructures, airports, or any other site th at you may need to reference.  

Site is covered in the Module: Configuration  

2.1.3  Reference Document  

The NC4 application  is a library for all personnel utilizing the system enabling 

you to store and retrieve documents. All plans, checklists, SOPs, and other 

refer ence material can be electronically stored within the system. The 

documents must be provided in an electronic format for storage.  

Reference  Document is covered in the Module: Configuration  

2.1.4  Directory  

The Directory provides a single location to lookup, track and maintain Users 

(those with a system login ID) and Non -users (persons without a system 

login). The Directory supports tracking  contact information, skill sets and 

availability.  The information in this directory can be accessed through 

Notification  (Individual and Groups), Distribution and Responsibility sectio ns.   

2.1.5  Task Template  

Task Templates provide a template to create tasks that can be reused and 

assigned for multiple Action Plans without entering a completely new task 

each time.  

Task Templates is covered  in the Module: Configuration  
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2.1.6  Notification Group  

Not ification Groups provide the ability to create lists of email addresses for 

system  notifications.  The groups created can be accessed in the Notification 

section of a report.  

2.1.7  Staffing Plans  

Staff scheduling allows you to create, store and modify schedules.  Staffing 

Plans provide the means to determine a schedule for an Organization and can 

be viewed based on the Date, Person, or Organization.  

2.1.8  Organization Chart  

Organization Charts provide the method to identify the various organizations 

and the positions wi thin them. You can build and display your organizational 

structure online, based on the structure of your organization and skill sets of 

your personnel. Within this Organization, you can create hierarchical levels, 

define the individual positions within ea ch level, and include contact 
information and department or position checklists for each level or position.  

Organization Chart is covered in the Module: Configuration  

2.1.9  Special Needs  

Special Needs provides a listing of individuals with their contact inf ormation 

who have special care needs within the community.  The system also provides 

the ability to map an individualôs location or provide alerts regarding the 

individual in times of emergency.  

2.1.10  Document Library  

The NC4 application provides system storage for documents that can  be 

associated with a report .  The documents must be provided in an electronic 

format for storage.  Using the Attachments section of a report form, a user 

can attach documents in a folder format.  
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3  Reference Categories  

In this section o f the module, you will follow a step -by -step walk through of 

the various References. You will become familiar with the details of the 

References forms and gain practical experience with the type of information 

they can contain. We will summarize the unique  fields used in these forms . 

3.1  Internet Link  

This Reference allows you to enter and store URLs to websites of interest so 

that other users can access them from within the system. You can create and 

view a listing of important Int ernet sites. These critical w ebsites can assist in 

monitoring the overall situation and provide vital planning information. 

Examples include weather sites, the jurisdictionôs governmental website, news 

sites, etc. The full URL is the required format.  

3.1.1  Viewing Internet Links  

Internet Li nks  are viewed in the summary screen after selecting Internet 

Link from the Report  navigation drop down menu as shown in Figure 2, and 

are sorted alphabetically by Category .  

 

 

Figure 2  Internet Links Summ ary Screen  
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Expand a Category  in the Internet Links summary screen by clicking the  

icon as shown in Figure 3.  

 

 

 

 

Figure 3  Internet Links Expanded  

Internet 

Link Name  

Internet 

Link URL  
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Clicking the Name  link  in the Name  column will ope n the information page for 

that link in View mode , as shown in Figure 4. 

 

Figure 4  Internet Link Report form in View  Mode  

 

You will see the  buttons in the upper 

right of the Internet Links  form dependi ng on your access level and 

discretion of the System Administrator. Use the Update  button to edit or add 

information to the report, the Delete  button to delete the report, the Print  

button to print a copy, and the Close  button to close the report window.  

1  Deleted 

reports are 
removed 
from active 

lists but are 

maintained 
in history.  
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3.1.2  Opening Internet Links  

From the Internet Links  summary screen , clicking the URL Name  link will 

launch (open) that URL in a new web browser window, as shown in Figure 5. 

Note that the new window opens independently of the NC4 appl ication  and 

should be closed when you have completed your task.  

 

 

Figure 5  Opening an Internet URL  link  

 

1  The 

Internet Link 
Reference 
opens in a 
new browser 

window. 
Close it when 
you have 
completed 
your task.  
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3.1.3  Creating a  New Internet Link  

1 Select  Internet Link  from the Report navigation drop down menu.  

2 Click the  button on the Int ernet Links  summary screen, as 

shown in Figure 6.  

 
 

Figure 6  Create a New Internet Link  

 

A new Internet Links  form  opens as shown in Figure 7. 

 

 

Figure 7  New Internet Links Form  
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3 . 1 . 3 . 1 C A T E G O R Y ,  N A M E ,  U R L  A N D  D E S C R I P T I O N  

The Internet Links  form contains instructions on how to complete the form. 

The form contains the following fields:  

Å Category  

Å Name  

Å URL 

Å Description  

3.1.4  Completing an Internet L ink  

Category, Name, and URL  are required fields; key in  this information as well 

as a description of the internet link in the Description  field. Click the 

 button to test the Internet URL. A valid URL will open the website in 

a pop -up window.  

Click the Submit  button to save the Internet Link as shown in Figure 8, then 

click the Close  button in View  mode to return to the Internet Link summary 

screen  as shown in  Figure 2. 

 

 

Figure 8  Saving an Internet Link  

1  

Distribution 
is covered in 
the Module:  
Common 
Functions.  

1  *Red 

Label 
indicates a 
required 
field.  
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3.2  Site Reference  

The Site form is used to identify local sites for use in geo location functions. 

Critical sites can be pre - loaded into the system or you can create a list of 

fixed sites and their locations. Sites from this list can then be accessed in the 

location section of any report. These sites include critical infrastructures, 

airports, or any other site that you may need to reference.  

3.2.1  Creating a new Site Reference:  

1 Select Site  from the Report  navigation drop down menu as shown in 

Figure 9. 

 
 

Figure 9  Site in Report Navigation Drop Down Menu  

 

2 Click the  button on the Site  summary screen.  
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The new Site  References form will open as shown in Figure 10 . 

 
 

Figure 10  New Site Reference s Form  

1  *Red 

Label 
indicates a 
required 
field.  
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3 . 2 . 1 . 1        S I T E  R E F E R E N C E  ï C R I T I C A L  I N F O R M A T I O N  

The top section of the Site References  form contains the following fields:  

Å Site Name  

Å Responsible Agency  

Å Site Type  

Å Critical Fac ility  Priority Level  

Å Critical Facility  

Site Name  and Site Type are required fields; ke y in the  information for Site  

Name , and for Site Type , Responsible Agency  and Critical Facility 

Priority  Level , use the  drop down menu or click the Search/Add  link to 

populate the  field.  

Complete the section by clicking the Yes  or No  radio button to indicate 

whether this is a Critical Facility .  

The completed Site References Critical Information section is shown in Figure 

11 . 

 

 

Figure 11  Site Reference s -  Critical Information  
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3 . 2 . 1 . 2 C O N T A C T  I N F O R M A T I O N  F O R  T H I S  S I T E  

The Site References form also provides a section to indicate Contact 

Information  for individuals at this location, as shown in Figure 12 . Key 

available contact names and telephone numbers into the Contact Name  and 

Contact #  fields. Up to 10 contacts can be added to this report form.  

 

 

Figure 12  Contact Information for this Site Fields  
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3.2.2  Completing a Site Reference  Report  

You must complete the Geo Location  information to use the location 

information in the Site References  on the  Geo location Map. Complete the 

other data sections in the Geo-Location, Attachments & Overlays and 

Distribution & Sharing tabs, if appropriate. They are covered in the Module: 

Common Functions .  

 

 

Figure 13  Completing a Site Reference s Re port  

 

Click the  button to save the Site References  Report then click the 

Close  button in View  mode to return to the Site  summary screen.  

 

You will see the  buttons in the upper 

right of the Site Reference s form depending on your access level and 

discre tion of the System Administrator. Use the Update  button to edit or add 

information to the report, the Delete  button to delete the report, the Print  

button to print a copy, and the Close  button to close the report window.  

 

1  Deleted 

reports are 
removed 
from active 
lists but are 
maintained 

in history.  

Tabs are covered  
in Module: 
Common Functions  
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3.2.3  Using a Site Reference  

If you hav e entered the geo - location  information  in the site report, you can 

use that information where the link Select Site  is indicated in a report. After 

a Site Reference  has been saved, it can be accessed by clicking a Select Site  

link in a reportôs Geo - Location  tab. Figure 14  shows a Site Name  field in an 

Incident Report populated by a saved Site Reference . The reportôs location 

fields will be automatically populated by the information for the Site 

Reference.  

 
 

Figure 14  Site Reference in Incident Report  

 

1  A Reportôs 

site location 
fields are  
auto - filled by 
the Site 
References 

information .  
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3.3  Reference Document  

Reference Documents are used to create a document library  for storage and 

retrieval. All plans, checklists, SOPs, and other reference material can be 

electronically stored within the system . For example, the Reference 

Document  can be used for easy access to a jurisdictionôs emergency 

management planning documents.  

3.3.1  Creating a Reference Document  

1 Select Reference Document  from the Report  navigation drop down 

menu as shown in Figure 15 . 

 
 

Figure 15  Reference Document in  

Report Navigation Drop Down Menu  

 

2 Click the  button on the Reference Document  summary 

screen.  

The new Reference Document form will open as shown in Figure 16 . 

 
Figure 16  New Reference Document  
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3 . 3 . 1 . 1 R E F E R E N C E  D O C U M E N T  F I E L D S   

The Reference Document form contains the following fields:  

Å Category  

Å Title  

Å Comments  

Category  and Title  are required fields. Click the Select/Add  link to make a 

selection from the available Categories  in the dialog box or key the new 

category into the Other  field and click the Add  button, as shown in Figure 17 .  

 
 

Figure 17  Category Dialog Box  

 

Key the inf ormation into the Title and Comments  fields. If more space is 

required for your comments, or you need to update the information, click the 

Update  button to open the Expanded Text Window.  
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3.3.2  Completing Reference Documents  

Complete the other data sections in  the Notification and Distribution tabs, if 

appropriate. Notification and Distribution are covered in the Module: Common 

Functions . 

The Reference Document  form must be created, submitted, and available in 

View  mode before a document can be added in the Att achments  tab.  

Click the  button to save the Reference Document  as shown in 

Figure 18 .  

  

 

Figure 18  Completing a Reference Document Form  

 

1  *Red 

Label 
indicates a 

required 
field.  

 

1  The 

Reference 
Document 

form must 
be available 
in View  mode 
before you 
can attach a 
document.  
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3.3.3  Adding a Reference Document Attachment  

To add documents to th e Attachments  section of a saved Reference 

Document:  

1 Select Reference Document  from the Report  navigation drop down 

menu.  

2 Click the summary screen Name  link of the Reference Document  as 

shown in Figu re 19 . 

  

 

Figu re 19  Opening a Reference Document in View  Mode  

 

1  The 

Reference 
Document 

form must 
be available 
in View  mode 
before yo u 
can attach a 
document.  
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3 Click the Attachments tab on the Reference Document form.  Do not 

click the UPDATE button. Clicking the Update  button will suppress the 

Add From File  and Add From Library  buttons.  

4 On the Attachments  page , click the  button as 

shown in Figure 20  to add a document from a file .   

Note that if the document can be found in the Document Library ;  

click the  button as shown in Figure 20 .  The  Add 

Fr om Library  button will be discussed in step  7. 

 
 

Figure 20  Attachments Tab  

 

Click the Add from File 
button to add a document 
located in a file.  

Click  the Add from Library  
button t o add a document 
from your  Document Library.  
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This opens a new window as shown in Figure 21 . 

 

Figure 21  Attachments Window  

5 Enter information in the Optional Description  field , then click the 

 button to select a file from your personal computer or file 

server, as shown in Figure 22 . 

 

 

 

Figure 22  Attachin g a File  

 

Local  or 
network  
files  
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6 After selecting a local or network file, click the  button to 

save the completed Reference and attachment.   The Attachments 

window will immediately close and return you to the Reference 

Document  Basic Info  tab in View  mode .  Click on the Attachm ents  

tab to view the document Name  link for the Reference.  

7 To select a document to add to  the Document Library , c lick on the 

 button.  This opens the Document Library  window 

as shown in Figure 23 . 

The Document Libr ary  is discussed in more detail in  this module in 

section 3.9 .   

 

Figure 23  Document Library screen  

8 Click the checkbox for the document you wish to add.  

9 Click the  button to attach the reference document 

from the Document Libr ary  as shown in Figure 23 .  The Attachments 

window will immediately close and return you to the Reference 

Document Basic Info  tab in View  mode.  Click the Attachments  tab 

to view the document Name  link for the Reference.  

10  Click the   button that corresponds to the document 

as shown in Figure 20  to remove any reference documents that have 

been attached.  

Click the Select/Attach  
button to add the 
document after the 
document is checked.  

Click the che ckbox to 
select  the document.  
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3.3.4  Completing a Reference Document -Attachments  Document  

The Reference Document  form appears in View  mode aft er it has been 

saved with an attachment. Clicking the Attachments  tab shown in Figure 24 , 

shows the Name  link for the attached file.  

 
 

Figure 24  Name  Link to Attached File  

 

An asterisk  (*) preceding the  Name  link indicates that the file was sourced 

from the library.

Name link 
to attached 
file  
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Clicking the Name  link in Figure 24  will open the document provided the PC 

has the required software installed as shown in Figure 25 . 

  

Figure 25  Open an Attachment  

 

Close the document based on the software used to view the document when 

you have completed the review of the attached files.  

You will see the  buttons in the upper 

right of the Reference Document form  in View  mode depending on your 

access level and discretion of the System Administrator. Use the Update  

button to edit or add information to the report, the Delete  button to delete 

the report , the Print  button to print a copy, and the Close  button to close  the 

report window.  

 

 

 

 

1  Deleted 

reports are 
removed 
from active 
lists but are 
maintained 

in history.  
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3.3.5  Completing a Reference Document -Attachment Web Page s 

URL addresses can be added within the Attachments  section using the C reate  

or View/Update  functionality.  To add a web page, click the Update  button, 

click the Attachments  tab; pr oceed to the Web Pages  field and key in the 

appropriate URL, as shown in Figure 26 . 

 

Figure 26  Adding a URL in the Web Page field  

When you have completed the Reference Document form with the information 

you have available, click the Submit  button in the upper right to save the 

report. The report is then available from the View/Update  mode.  
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3.4  Directory  

The Directory  is the central on - line repository or listing of both system u sers 

and non -users who have prof ile information in the NC4 application . This 

Directory  provides quick access to profiles, contact info, skill sets and 

displays who is logged into the system  and the length of time they have been 

using the system.  

3.4.1  The Components of the Directory  

The Direct ory  consists of the following views:  

User Name :  Lists Profiles of personnel who have system login IDs.  

Non - User Name :  Lists Profiles of personnel who DO NOT  have login IDs but 

have profiles in the system to track contact information, skills and critical 

fu nctions.  

User Organization :  Lists system users (those personnel WITH login IDs) by 

their organization.  

Non - User Organization :  Lists non -users (those WITHOUT  login IDs) by 

their organization.  

User Skill Sets :  Lists Users (those WITH login IDs) by their skil l sets as 

defined in their Personal Profile.  

Non - User Skill Sets :  Lists Non -users (those WITHOUT  login IDs) by their 

skill sets as defined in their Personal Profile.  

All Users & Non - Users:  Lists ALL personnel maintained in the system both 

with and without  login IDs.  

User Profile History : Lists Users (those WITH login IDs) by their history 

usage within the application.  

Non - User Profile History : Lists Non -users (those WITHOUT  login IDs) by 

their history  usage within the application . 
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3.4.2  Viewing the User Names D irectory  

The User Names  section of the Directory contains a listing of all Users that 

have system login IDs. The User Names Directory  is maintained by the  

System A dministrator and cannot be edited by Users from within the 

Directory . System u sers can edit  their own profile by clicking the  

button . 

To view the User Names Directory:  

1 Select Directory  from the Report  navigation drop down  menu, as 

shown in Figure 27 . 

 
 

Figure 27  Directory in Report Navigation Me nu  

 

 

1  Users can 

access their 
Personal 

Profile fo r 
update upon 
login or by 
clicking the 
Profile button 
in the top 
tools frame.  
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The Directory by User Name  is displayed as shown i n Figure 28 , sorted 

alphabetically.  

  

 

Figure 28  Directory by User Name s 

 

 

Clicking the triangle icon ñò next to a letter opens the alphabetical list of 

Users  as shown in Figure 28 . 

Note that the Directory  list indicates a Userôs online status in the Online 

Since  column.  
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Clicking a Userôs Name  link will open their User Personal Profile  as shown 

in  Figure 29 . 

 

 

Figure 29  Opening a User Profile  

from the Directory List  
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3.4.3  Viewing /Updating the Directory by Non -User Names  

The Directory by Non - User Names  lists personnel that DO NOT  have 

system  login IDs. You may include personne l in this Directory  and track their 

contact information, available skill sets and other profile elements.  

To view the Directory by Non - User Names  in  the center view frame :  

1 Select Directory  from the Report  navigation drop down menu.  

2 Select Non - User Name  fr om the View by  drop down menu  to open 

the Directory by Non - User Names , which is sorted alphabetically, 

as shown in  Figure 30 . 

 
 

Figure 30  Directory by Non - User Name s 

 

Clicking the triangle icon ñ ònext t o a letter opens the alphabetical list of 

Non - users .  

Clicking the Non -userôs Name  link will open the Non -userôs Personal 

Profile , as shown in Figure 31 . 
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Figure 31  Opening a Non - u ser's Personal Profile  

from the Directory List  

 

You will see the  buttons in the upper 

right of the Reference Document form in View  mode depending on your 

access level and discretion of the System Administrator. Use the Update  

button to edit or add information to the report, the Delete  button to delete 

the report, the Print  button to print a copy, and the Close  button to close the 

report window.  

Note that you may edit or update a Non -userôs Personal Profile from within 

the Directory. More information about the Personal Profile  can be found in the 

Module : Personal Profile.  

1  Deleted 

reports are 
removed 
from active 
lists but are 
maintained 
in history.  
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3.4.4  Creating/Updating a Non -User Personal Profile  

From the Directory  by Non - User Names  summary screen, click the Create  

button to open a new Personal Profile  form, as shown in Figure 32 . 

 

Figure 32  New Personal Profile Report Form  

 

Complete the fields in th e Personal Profile for the Non - User  and click the 

 button to save the report. The Non -User Profile is now available in 

View  mode.  

More information about ho w to complete a Personal Profile can be found in 

the Module : Personal Profile.  
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3.4.5  Directory by  User Organization  

The Directory by User Organization  lists Users by their Organization as 

entered in their Personal Profile.  

To view the Directory by User Organi zation, select  User Organization  from 

the View by  drop down menu , as shown in Figure 33 . 

 

Figure 33  Directory by User Organization  

Click a triangle icon ñ ò next to an Organization to dis play Users  from that 

Organization , as shown in Figure 33 . 

Click a Userôs Name  link to open that Userôs Personal Profile in View  

mode.  

The individual User Personal Profiles cannot  be edited by anyone other than 

the profile owner a nd the S ystem Administrator.  
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3.4.6  Directory by Non -User Organization  

The Directory  by Non - User Organization  lists Non -users by their 

Organization as entered in their Personal Profile.  

To view the Directory by Non - User  Organization, select  Non - User  

Organizati on from the View by  drop down menu , as  shown in Figure 34 . 

 

Figure 34  Directory by Non - u ser Organization  

 

Clicking the triangle icon ñ ò next to a n Organization  name opens the 

alphabetical list of Non - Users  in that Organization , as shown in Figure 34 . 
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Clicking the Non - User ôs Name  link will open the Non - Userôs Personal 

Profile , as shown in Figure 35 . 

 
 

Figure 35  Opening a Non - u ser's Personal Profile  

from the Directory  

Clicking the  button will open the Non - user Personal Profile  for 

updating  and editing , as shown in Figure 35 . 

More information about creating/updating Personal Profiles can be found in 

the Module : Personal Profile.  
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3.4.7  Directory by User Skill Sets  

The Directory by User Skill Sets  lists system u sers by the skill sets 

identified in their Personal Profile . This is used frequently when searching 

for specific personnel skills such as language sk ills (translators), medics and 

other critical skills.  

To view the Directory by  User Skill Sets , select  User Skill Sets  from  the 

View by  drop down menu  as shown in Figure 36 . 

 

Figure 36  Directory by User Skill Sets  

 

Clicking the triangle icon ñ ò next to a Skill Set  opens the alphabetical list of 

Users  with that skill in their Personal Profile, as shown in Figure 36 . 

Clicking a Userôs Name  link will open that User ôs Personal Profile in View  

mode.  
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3.4.8  Directory by Non -User Skill Sets  

The Directory by Non - u ser Skill Sets  lists non -users by the skill sets 

identified in their Personal Profile . This is used frequently when searching 

for specific personnel skills such as la nguage skills (translators), medics and 

other critical skills.  

To view the Directory by Non - user Skill Sets , select  Non - User Skill Sets  

from  the View by  drop down  menu, as shown in  Figure 37 . 

 

Figure 37  Directory by Non - u ser Skill Sets  

 

Clicking the triangle icon ñ ò next to a Skill Set  open s the alphabetical list of 

Non - Users  with that skill in their Personal Profile, as shown in Figure 37 . 

Clicking a Non -Userôs Name  link will open that Personal Profile in View  mode.  

Note that Non - User Personal Profiles  can be Updated or Created within the  

Directory.  
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3.4.9  Directory by Users and Non U ser s 

The Directory by Users  and Non - Users  is a full alphabetic list of all 

Personal Profile entries  in the NC4 application . As with the specific Directory 

compo nents in this module, only Non - User  profiles are accessible for 

Edit/Update.  

To view the Directory by Users and Non - Users , select  All Users & Non -

Users  from the View by  drop down menu, as shown  in  Figure 38 . 

  

Figure 38  Directory by Users and Non - Users  

 

Clicking the triangle icon ñ ò next to a letter opens the alphabetical list of All 

Users  in the system , as shown in Figure 38 . 

Clicking a Name  link will open th at P ersonal Profile . The Directory by Users 

and Non - Users  provides the ability to view  and examine all Users and Non -

Users in the system . 

1  Only the 

Personal 
Profile owner 

or System 
Administrator 
can update a 
Personal 
Profile with an 
associated  

system login.  

1  Only  

Non -Users 
Personal 

Profiles are 
accessible for 
Edit/Update 
from within 
the Directory.  
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3.4.10  User Profile History  

The User Profile History  report form displays the  user activity within the 

application. To view the User Profile History  report form , select  User 

Profile History  in from the View by  drop down  menu, as shown  in Figure 

39 . 

 

Figure 39  User Profile History  

 

Clicking the triangle icon ñ ò next to a letter opens the History  list in the 

summary screen.  
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3.4.11  Non -User  Profile History  

To view Non - User  Profile History , select  Non - User Profile History  from  

the  View by  drop down  menu, as shown  in Figure 40 . 

 

 

Figure 40  Non - User Profile History  

 

Clicking the triangle icon ñ ò next to a letter opens the history list in the 

summary screen.  
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3.5  Notification  Group  

The NC4 application  allows the creation of groups of email a ddresses for 

notifications. The groups created can be accessed in the Notification section 

of a report.  

3.5.1  Creating a  Notification  Group  

To create a new Notification Group , perform the following steps:  

1 Select Notification Group  from the Report  navigation dr op down 

menu , as shown in Figure 41 . 

 
 

Figure 41  Notification  Group in Report Navigation Drop Down Menu  

 

2 Click the  button on the Notification  Group s  summary screen.  
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This opens the new Notification  Gr oup  form  as shown in Figure 42 .  

3 Key in the Group  Name  and a  Description .    Group Name  is a 

required field.  

  

 

Figure 42  Notification  Group Form  

 

1  *Red 

Label  
indicates a 
required 
field.  

 

1  

Distribution 

is co vered in 
Module:  
Common 
Functions  
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4 Clicking the Select  button will open a notification name dialog box, 

shown in Figure 43 . To enter the email addresses of an individual on 

the list, enable the checkbox. Then click the OK  button.  

 
 

Figure 43  Email Name Dialog B ox  

 

You may also key in email addresses of those you want to include in the 

notification  group. Note that each email address must be separated by a 

blank line.  

5 Click the  button to save this Notification Group . The 

Notification  Group  is now open in View  Mode.  

You will see the  buttons in the upper 

right of the Notification  Group form  depending on your access level and 

discretion of the System Administrator. Use the Update  button to edit or add 

information to the report, the Delete  button to delete the re port, the Print  

button to print a copy, and the Close  button to close the report window and 

return to the summary screen.  

1  Deleted 

reports are 
removed 
from active 
lists but are 

maintained 
in history.  
 














































